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HR Administrator 

HR 

Permanent, 37.5 hours per week 

 £24,232 to £25,339 per annum, depending on experience 

Gravesend, DA11 7HQ 

HR Adviser 

Head of HR 

N/A 

 



 
 
 

  

Accountable to the Head of HR and reporting to the HR 
Adviser, the HR Administrator will support the Human 
Resources function to provide a comprehensive, proactive and 
efficient service throughout the organisation to managers, 
employee and volunteers.  

The role holder will assist with the day-to-day operations of 
the HR team, maintaining effective and accurate HR records 
and systems, as well as ensuring that all employees and 
volunteers receive advice, guidance and support on all 
aspects of the employment life cycle.  

 



 
 
 

  

Recruitment  
• Process all arrangements for advertising posts and 

liaise with managers and external agencies within the 
agreed timeframe. 

• Manage all applications via HR System  
• Arrange interviews and support interviews as required, 

i.e. assisting with assessments. 
• Action pre-employment checks for successful 

candidates (request and chase references, right to work 
in UK, DBS checks, OH checks and notify the HR Adviser 
of any concerns) 

• Collect and collate data relating to every round of 
recruitment. 

• Co-ordinate start-up arrangements and necessary 
documentation for new employees 

• Provide line managers with forms and prompts to 
facilitate the induction and probation processes. 

• Update/complete vacancy on the HR System when 
vacancy filled. 

HR Administration 
• Maintain up-to-date records relating to all areas of HR 

activity, including sick absence, annual leave, individual 
staff files and records.  

• To monitor the recording of sickness by managers on 
Carval self-service and to record Self Certificates and 
Return to Work forms. 

• To follow up three yearly/annual on-line DBS checks 
and annual professional registration checks and 
insurance. 

• Respond to all incoming reference requests. 

• To administer end of probation procedures for staff 

• Provide accurate and efficient HR administration 
throughout the employee life cycle. 

• Prepare and issue letters and employment paperwork. 

 



 
 
 

  

• Act as a key point of contact between HR 
Administration and Payroll.  

• To file any letters or documents in staff electronic 
personnel files and maintain files accordance with 
ellenor protocols.  

• Be proactive in analysing gaps or weaknesses in current 
processes and systems and taking responsibility for 
devising and implementing improvements. 

• Under the direction of the HR Adviser or Head of HR, 
takes notes at formal employee meetings to support the 
preparation of documentation cases under formal 
proceedings i.e. disciplinary, grievance, sickness. 

• To work as a member of the team, remembering that 
our team goal is to provide the best support for 
employees and managers.  

HR Systems 
• To administer and process all aspects of the HR System 

and e-learning System. 

• Collect business requirements and ensure alignment 
between the system and HR/payroll needs. 

• To assist staff with payroll queries in the Payroll & HR 
Administrator’s absence and where necessary cover in 
the role when required.   

• Deal with ad hoc requests for reports and information 
from management 

 

Main Duties and 
Responsibilities cont.: 



 
 
 

  

Main Duties and 
Responsibilities cont.: 

Compliance 
• Review or update any policies as directed by the HR 

Adviser or Head of HR 

• To update any HR forms as required 

• To ensure that data is managed and up to date within 
the requirements of GDPR 

Training 
• To assist line managers and employees with their use 

of Self Service and e-learning platforms.  

• To identify personal training needs and seek to meet 
these as efficiently as possible. 

• Stay up to date with HR legislation, trends, and best 
practices. 

 

 

 



 
 
 

 

• Educated to GCSE level or equivalent with English and 
Maths, Grade 5 or above. 

• CIPD HR qualification (Level 3 or Level 5 desirable).  

• Previous experience working in an HR, Payroll or 
finance environment. 

• Understanding of HRIS and HR requirements. 
• Understanding of HR data types and payroll 

processes. 
• Stay up to date with HR legislation, trends, and best 

practices. 
• Previous experience of working with a charity and 

volunteers (desirable). 
 

 
Knowledge, Skills and Attributes: 

• Excellent communication and interpersonal skills. 
• Ability to work collaboratively with diverse stakeholders. 
• Ability to manage multiple tasks and meet deadlines. 
• Ability to troubleshoot system issues and propose effective 

solutions. 
• Strong attention to detail and organisational skills. 
• Ability to manage own time and prioritise work. 
• Excellent Microsoft Office Skills, including Word, Excel and 

Teams 
• Must be able to work in team and be a team player 
• Confident, articulate, professional attitude, analytical, 

organised 
• Must be resilient in coping with complex and sensitive 

people issues. 

Experience: 


